Chapter 2

L ogging On and Off of AASIS
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Course Map

Introducing AASIS I Entering and Saving Data I
Logging On and Off AASIS I Working with Multiple Sessions I
Employee Self Service (ESS) I
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AASIS Logon Icon

o

24P Logon

)

S4P Logon

To start AASIS from your Windows
Desktop, double-click the SAPlogon
icon on the desktop screen.
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The AASIS Logon Path

m To access AASIS, place the
cursor on the system to be
used, then select the “Logon”
button

Shhortcuty £ ey

| Descrption Log On
I /01: PRD [AASIS]

or

m Select the system to be used by
double-clicking on your choice
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The AASIS Logon Screen

User System Help = SAP i
& ala H @& DHE DDhon BRE @m -
SAP
New password After selecting your system choice from the Logon Pad,

the Logon screen will appear.

Client ek To Log on to AASIS, you will need each of the

User | following:

Password ~  tteeeees * CLIENT: A three digit numeric code to access clients.
AASIS PRD (Production) has a default of 100.

Language  USER: An assigned ID that identifies the user when

logging on to the SAP System.

* PASSWORD: A combination of 8-40 characters
entered each time you log on to AASIS.

* LANGUAGE CODE: AASIS default code is EN
(English).

Note: Your User ID must be obtained from your Agency Liaison. Once
you have obtained your User ID, you will need to contact the AASIS Help
Desk (501-683-2255) to obtain your initial password.




Creating a Password

Password Rules

e Should be kept private and never given
to ANY ONE
ePasswords are case sensitive
eMust contain a minimum of 8-40 characters
eMay not contain three sequential characters
(abc, 123)
e May not contain three consecutive
identical characters (55S. ddd...)
eMay not begin with ?, !, or a blank space
e Do not use pass or AASIS as your
password
¢ Any of your last 5 passwords will not be
allowed.

Password Suggestions

e You may use any combination of characters,
a....z or 0...9 or punctuation marks as long as
they do not violate the rules

 Valid Password
eFroggie2
eivy4ever

Invalid Password
e!bright
oyyy01010

e It is recommended that a password start
with a letter and have at least one number
included.

Note: If the pre-defined rules in AASIS are not followed, an Error message window will appear.
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Mew password
Repeat password

v K

Creating a Password

LR

LE R ]

Once you have entered your user name
and default password, the SAP window for
entering a new password appears. This
allows you to choose a minimum of eight (8)
to forty (40) characters. Once a password
has been entered, select the green
checkmark to continue.

New password - Type in your new 8-40 digit personal password in the “New
password” field.

Repeat password - Retype your new 8-40 digit personal password in the
“Repeat password” field.

Note: Passwords in AASIS are case sensitive.
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Logging on to AASIS

Upon initial log on, a ey on TESTHRR
window may appear with

copyright and licensing S
information. Select the Licanss w/o expiration

green CheCk to Contlnue This software product, marketed by SAP AG

or 1ts distributors, includes proprietary

:II:I:II'IDIJI‘iEr‘I'I‘.S of the IBN Corporation.

Copyright {c) IBM Corporation 1993, 1994,
BT rights reserved

IEBM and DBZ are trademarks of
International Business Machines Corporation.




AASIS Terms and Conditions

New password
State of Arkangas - AASIS Terms and Conditions
' 100
Client OFFICIAL BUSIMESS USE OWLY - UNAUTHORIZED SCCESS IS PROHIBITED
U | 1. You must only Togin with your own user 1D and password.
Ser
Passiword Bhbbbbbd 2. Your access must be pertinent to wour inmediate job responsihility.
To review the access policy, click the "Read Terms" ican.
 AcceptTerms 4D RejectTerms | & Read Terms
Language

Select “Accept Terms” to continue.



Changing your AASIS password

Changing Passwords:
The system is set to automatically prompt users
to change their password every 3 months.

You may also change your password, if
needed, by selecting the ‘New Password’ icon
after you have logged onto the system.
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Changing your AASIS password

Edit

Favatites

Menu Extra s Fielp

Svstem

System > User
reate Session .
ET:iS | !'@@ﬁﬁl Profile > Own Data
) nd Sesgsion i i
AP Easy Access > Maintain User
User Profile b Hold Data Profile
(& = | ) | & | Senices b BetData (Or)
& Litilities v [Delete Data Enter SU3 th
Favorites , nter in the
i : List v Own Data .
@ [ AP menu ; . - . command field
b L] office Semvices for Object Expand Favarites

Once the ‘Maintain User Profile '
screen appears, select the
‘Password’ icon on the tool bar
of the Maintain User Profile
screen.

Soto

Narmtarrn User Profilie

_—Pﬁ Password

_l=er DLSCOTT
Last CThanoged FEEEASTHER B =i By
Address i Chetault=s i FParameters
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AASIS Initial Screen

tdenu  Edit Favorites  Extras  Systern Help

SAP

& Bld B @0 DHEBE Do BER @ m
SAP Easy Access AASIS MENU
B = | 2| & |
(7 Favarites
= (& SAP menu
[ [J Office

> Qreemming The SAP Easy Access
[ [J Human Resources

[ (7 Infarmation Systems AASIS Menu IS the Startlng

[» [J Special Transactions & Reports (State of Arkansas)

b 3 Tools place for all transactions and
processes.

[* | SESSION_MAMNAGER P2 | sapegs | DVR .
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Logging Off AASIS

System > Log off

Menuy  Edit Faworites Systerm  h=lp <
() ession
SAF Fasy Access AAS) EE?;E:Z” _
3 [ | 12 | &= | corices There are several ways of logging
— Utilitis off of the AASIS system.
avaries i
= H SAP menu L=
b 3 Office SERIIEES ol (RIS Using System > Log Off or
- L Pelioe My ablects using the Log-off icon are two of
E g ﬁccnuntigg Crwn Spool Reguests th g g
drman esoudrces ese Wa S_
B 3 Information Systems Quin Joks y
[ (3 Special Transactions & Re| ShortiMessage
B 1 Tools atys. .

Menu  Edit Fawaorites Extras

N’ i
Log O (Shift+F 31 |

SAP Easy Access AASIS MENI:
BE| & & |
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Logging Off AASIS

Menu Edit Favorites Extras  System  Help

T HCE0 2HE OSNOA HE QM

SAP Easy Access AASIS MENU
BE G HB 2| v a

Though there are several way of logging off the
system, the quickest way is to select the ‘X’ located
at the top right hand corner of the screen.
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Logging Off AASIS

When logging off of AASIS, a message box will appear asking if you want to log off or continue
in AASIS.

SelectYes  Select No' to continue
to log off your access of AASIS.
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